
 

 D E P A R T M E N T  S U M M A R Y  
 

Administrat ive Services  

 H-1 

Provide effective and efficient support services that encompass preparing the official city 
record, conducting elections, and providing human resources and information system services. 

 
A b o u t  A d m i n i s t r a t i v e  S e r v i c e s   

The Administrat ive Services Department 

consists of three divis ions:  Ci ty Clerk,  Human 

Resources, and Informat ion Systems. The 

Department is  a lso responsible for  managing 

high prof i le specia l  projects.   The Department 

provides important services to over 1,076 c i ty 

employees and the community.   

The Ci ty Clerk conducts e lect ions and 

maintains the of f ic ia l  c i ty  counci l  meeting 

minutes and records.   

Human Resources recrui ts  employees, develops 

pol ic ies, manages the personnel system, and 

administers the employee benefi ts  and t ra in ing 

programs.  

Information Systems provides technical and 

user support  for  over 750 desktop computers,  

the Financial  Management System, central ized 

GIS, Web Services,  and Computer t ra in ing.  
 
 

 
 
 
 
 
 
 
 

F i s c a l  Y e a r  2 0 1 1  
B u d g e t  H i g h l i g h t s  

The Administrative Services Department 

will be responsible for: 

 Reviewing and updating Human 

Resources’ policies and procedures 

on the City Portal site. 

 Initiating a four-year process to 

replace the City’s multi-million dollar 

Financial Management System. 

 Developing a Citywide Geographical 

Information System (GIS) to better 

collect and manage data. 

  Coordinating the Citywide Records 

Management Program and the 

electronic Workstream Council 

agenda preparation system. 
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Actual Amended Projected Adopted

FY 2009 FY 2010 FY 2010 FY 2011

Authorized Positions 31.50 28.50 28.50 25.50 

Hourly Employee Hours 420 1,419 1,419 420 

Revenues

Fees and Service Charges 2,595,582$      2,437,647$      2,445,347$       2,304,893$       

Other Revenue 14,776             2,500               3,800                2,500                

Overhead Allocation Recovery 814,632           824,402           824,402            697,738            

General Fund Subsidy 1,115,948        1,317,450        1,122,313         939,032            

Total Department Revenue 4,540,938$      4,581,999$      4,395,862$       3,944,163$       

Expenditures

Salaries and Benefits 3,085,889$      2,987,331$      2,914,711$       2,744,652$       

Supplies and Services 1,018,425        1,014,320        896,401            878,972            

Special Projects 147,405           356,459           288,702            1,700                

Capital Equipment 90,673             56,654             1,300                -                        

Non-Capital Equipment 79,219             418,269           291,200            256,000            

Appropriated Reserve -                       84,895             -                        62,839              

Total Operating Expenditures 4,421,611$      4,917,928$      4,392,314$       3,944,163$       

Capital Grants Revenue 373,333$         133,333$         133,333$          33,333$            

Capital Program 204,130           234,106           33,000              33,333              

Total Department Expenditures 4,625,741$      5,152,034$      4,425,314$       3,977,496$       

Addition to (Use of) Reserves 288,530$         (436,702)$        103,881$          -$                      

 

D e p a r t m e n t  F i n a n c i a l  a n d  S t a f f i n g  S u m m a r y  

 

The Administrat ive Services Department is budgeted in the General Fund and the Information 
Services ICS Fund. 
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Administrat ive Services  
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R e s p o n s e  t o  E c o n o m i c  C r i s i s  

Admin is t ra t ive Serv ices ’  s t rategy to  generate sav ings of  $326,998,  $205,244 for  Human 

Resources and Ci ty  Clerk  and $121,754 for  In format ion Systems,  pr imar i ly invo lves cuts  in  

expendi tures.   Key e lements  o f  the s t rategy are as fo l lows:  

 

N e w / E n h a n c e d  R e v e n u e s  ( $ 1 2 , 0 0 0 )   

As an In terna l  Serv ice Fund,  In format ion Systems wi l l  inc rease revenue by $12,000 f rom the 

admin is t ra t ion of  the Airpor t  Terminal  WiF i  pro ject .    

 

W o r k f o r c e  R e d u c t i o n s  a n d  R e l a t e d  A d j u s t m e n t s  ( $ 2 7 0 , 7 9 9 )  

The fo l lowing measures reduce and e l iminate of  four  pos i t ions,  o f  which  two are vacant :  

  E l iminate vacant ,  fu l l - t ime Human Resources Analys t  pos i t ion ass igned to  the LEAP t ra in ing 

program in Human Resources ($117,830) .  

  E l iminate par t - t ime,  50%, Admin is t ra t ive Spec ia l is t  pos i t ion ass igned to  the LEAP t ra in ing 

program in Human Resources ($43,713) .  

  Reduce to 50% a fu l l - t ime Records Technic ian in  the Ci ty Clerk ’s  Of f ice ($35,012) .  

  E l iminate vacant ,  fu l l - t ime PC/Network Technic ian I I  pos i t ion in  Informat ion Systems 

($74,244) .  

 

R e d u c t i o n s  i n  N o n - P e r s o n n e l  C o s t s  ( $ 1 8 8 , 6 8 9 )  

In  Human Resources,  reduct ions to  General  Fund non-personnel  expendi tures inc lude a  

combinat ion of  s t ra teg ies that  inc lude:  a  reduct ion in  the LEAP t ra in ing program monies 

($5,689)  and the e l iminat ion of  monies for  the Ci ty Leadersh ip  Academy ($3,000) .  

In format ion Systems has reduced,  v ia  deferment  o f  charges to  fu ture years ,  a  reduct ion of  

$70,000 per  year  for  Microsof t  sof tware l icens ing renewal  fees,  and a deferment  o f  

approx imate ly $110,000 per  year  in  workstat ion rep lacement  costs  by changing f rom an 

automat ic  4-year  schedule to  “as needed” .   Th is  wi l l  resu l t  in  a  defer red sav ings of  

approx imate ly $180,000 per  year  for  up to  four  years.  

In format ion Systems reduced the a l located charges to  a l l  depar tments  for  in format ion systems 

serv ices by $121,754.   Approx imate ly 62% of  these cost  reduct ions appl ied to  Genera l  Fund 

depar tments .    
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 H-5 

I m p a c t s  t o  P r o g r a m s  a n d  S e r v i c e s  

In  F isca l  Year  2010,  Admin is t ra t ive Serv ices had 27 fu l l - t ime employees and 3 par t - t ime 

employees or  28.5 fu l l - t ime equiva lent  pos i t ions (FTEs) .   The e l iminat ion/ reduct ion of  4  

pos i t ions (3 FTEs)  in  F isca l  Year  2011 resu l ted in  a  12% staf f ing impact  on th is  depar tment ;  

th is  is  in  addi t ion to  the loss of  3  fu l l - t ime pos i t ions that  occurred in  F isca l  Year  2010.   Over  

the las t  two years ,  depar tment  s ta f f ing has been reduced by 24% or  7 employees (6 FTEs) .    

A l l  o f  the budget  reduct ion s t rateg ies l is ted above wi l l  a f fec t  externa l / interna l  customer  serv ice.   

The e l iminat ion of  the two pos i t ions which admin is ter  the LEAP employee t ra in ing program wi l l  

requ i re  that  o ther  Human Resources ’  s taf f  wi l l  admin is ter  the t ra in ing program, resu l t ing in  less  

t ime avai lab le  for  employee re la t ions issues and de lays in  serv ice to  the publ ic  and to 

employees/depar tments .   The reduct ion of  the Records Technic ian,  in the Ci ty Clerk ’s  Of f ice,  to  

50% wi l l  resu l t  in  profess ional  s taf f  ass is t ing at  the f ront  serv ice desk,  de lays in  

process ing/ t rack ing of  c i ty cont racts  and agreements ,  and less s taf f  suppor t  for  i tems such as 

State-mandated f i l ings,  publ ic  records and research requests ,  and set -up and technical  

ass is tance for  Ci ty Counci l  meet ings.   The e l iminat ion of  the PC/Network Technic ian I I  pos i t ion 

in  In format ion Systems wi l l  mean that  there be wi l l  less t ime avai lab le  for  employee ass is tance 

and s lower  response to computer  prob lems as wel l  as  fewer  resources ava i lab le  to  research 

new technology and implement  needed s tandards,  po l ic ies,  and gu idance.  

The reduct ion of  a l located in format ion systems charges to  depar tments  wi l l  resu l t  in  e i ther  

deferment  or  use of  informat ion systems reserves to  pay for  c i tywide sof tware maintenance 

costs  and network equipment  rep lacement  costs .   Th is  is  a  one- t ime cost  sav ing measure that  

cannot  cont inue wi thout  increas ing charges to  depar tments  in  future years .     
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City Clerk’s Office 
( P r o g r a m  N o .  1 5 2 1 )  

 
M i s s i o n  S t a t e m e n t  

Ensure the integrity and preservation of the City Counci l ’s record, 
conduct municipal elect ions, coordinate the recruitment and appointment 
process for City Advisory Groups, codify adopted ordinances into the 
City’s Municipal Code, coordinate citywide records management pol icies 
and procedures, and connect residents with their government by 
providing information in a courteous and t imely manner. 

 
P r o g r a m  A c t i v i t i e s   

  Prepare agendas and minutes for al l  City Counci l and Redevelopment 
Agency meetings and periodic adjourned and special meetings.  

  Process City Council approved ordinances, resolut ions, agreements, 
contracts, and deeds and cert i fy the administrat ive record of Counci l  
act ions.   

  Provide public information services and publ ish Municipal Code 
updates. 

  Coordinate the Records Management Program.   

  Administer municipal elect ions.   

  Oversee compliance with the Pol it ical Reform Act as it  relates to 
f i l ing of Campaign Statements, Statements of Economic Interests, 
and Ethics Training. 

  Coordinate the recruitment and appointment process for City advisory 
groups. 

 
K e y  O b j e c t i v e s  f o r  F i s c a l  Y e a r  2 0 1 1  

  Complete 100% of Customer Services Requests within 2 Working Days 
or by the Requested Deadline. 

  Maintain 90% Timely Fi l ing Rate for Statements of Economic Interests. 

  Complete 75% of Counci l/Redevelopment Agency minutes accurately 
within 7 working days. 

  Coordinate the recruitment and appointment process for City Advisory 
Groups, including orientation and training, by June 30, 2011. 

  Administer the 2010 special municipal elect ion to vote on bal lot 
measure(s).  

  Coordinate the Records Management Program and report annual ly on 
each department’s progress in meeting the program’s goals. 

RECENT PROGRAM 
ACHIEVEMENTS 
 
Conducted the City’s 
first Vote-by-mail 
General Municipal 
Election on November 3, 
2009, with an overall 
voter turnout of 49.5% 
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K e y  O b j e c t i v e s  f o r  F i s c a l  Y e a r  2 0 1 1  ( c o n t ’ d )  

 Coordinate an electronic campaign f i l ing system for candidates, committees and elected 
off icials.  

 
F i n a n c i a l  a n d  S t a f f i n g  I n f o r m a t i o n  
 

Actual Amended Projected Adopted

FY 2009 FY 2010 FY 2010 FY 2011

Authorized Positions 5.00 4.00 4.00 3.50 

Hourly Employee Hours 0 999 999 0 

Revenues

Fees and Service Charges 1,710$             2,500$             1,200$             2,500$             

Other Revenue 4,092               2,500               3,800               2,500               

Overhead Allocation Recovery 239,823           196,940           196,940           175,880           

General Fund Subsidy 277,134           571,227           503,802           252,592           

Total Revenue 522,759$         773,167$         705,742$         433,472$         

Expenditures

Salaries and Benefits 383,599$         384,544$         391,495$         348,565$         

Supplies and Services 84,726             88,623             84,945             84,907             

Special Projects 54,434             300,000           229,302           -                       

Total Expenditures 522,759$         773,167$         705,742$         433,472$         
 

 
P r o g r a m  P e r f o r m a n c e  M e a s u r e s  
 

 
 

 Actual Projected Adopted 

Performance Measures FY 2009 FY 2010 FY 2011 

Pages of Council and Redevelopment Agency minutes prepared and 
presented for Council and Redevelopment Agency approval 

494 450 450 

Staff hours spent in support of 32 City Advisory Groups composed of 
208 Members 

378.58 360 400 

Customer service requests completed within 2 working days or by 
the requested deadline 

1,407 2,010 1,400 
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City Clerk’s Office 
( C o n t i n u e d )  

 
P r o g r a m  P e r f o r m a n c e  M e a s u r e s  ( c o n t ’ d )  
 

 
 

 Actual Projected Adopted 

Performance Measures FY 2009 FY 2010 FY 2011 

Percent of Customer Service Requests completed within 2 working 
days or by the requested deadline 

100% 100% 100% 

Percent of timely filings of Statements of Economic Interests 92% 93.5% 90% 

Percent of Council/Redevelopment Agency minutes accurately 
prepared within 7 working days and presented for 
Council/Redevelopment Agency approval 

76% 60% 75% 

Filings of statements of economic interests 453 425 425 

Staff hours spent in support of statements of economic interests 210 250 225 

Staff hours spent on codification of the municipal code 113.5 100 100 

Contracts and agreements, deeds and notices of completion 
processed 

280 300 250 

Resolutions and ordinances processed 143 125 125 

City Council and Redevelopment Agency agendas and packets 
prepared 

85 82 85 

Campaign statements processed 44 170 45 

Staff hours spent in support of campaign statements N/A N/A 30 

Staff hours spent on research requests 166.48 120 120 

Phone calls received 6,140 4,400 5,000 

Staff hours spent on the Council agenda packet process N/A 600 600 

Staff hours spent on Council meeting attendance and follow-up N/A 800 800 
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Human Resources 
 

( P r o g r a m  N o s .  1 5 3 1 ,  1 5 3 3 )  

 
M i s s i o n  S t a t e m e n t  

Develop effect ive pol icies and assist departments in the recruitment, 
development, and retent ion of quality employees in order for the City to 
provide a high standard of service to the community. 

 
P r o g r a m  A c t i v i t i e s    

  Provide a central ized program of personnel administrat ion for 
approximately 1,300 regular and hourly employees.  Establish job 
descript ions and compensat ion levels for 360 classif icat ions. 

  Recruit,  test, and cert i fy appl icants for City posit ions. 

  Provide guidance and personnel-related information to employees and 
departments. Coordinate and assist departments on discipl inary 
act ions, performance issues, and complaints. 

  Provide staff  support to the Civi l  Service Commission. 

  Administer employee benefit  programs including health insurance, l i fe 
insurance, long and short-term disabi l i ty, f lexible spending accounts, 
deferred compensation, and ret irement. Administer employee leave 
programs. 

  Administer employee training opportunit ies. Conduct the New Employee 
and New Leader orientat ion programs. 

 
K e y  O b j e c t i v e s  f o r  F i s c a l  Y e a r  2 0 1 1  

  Ensure that City supervisors and managers complete 85% of employee 
performance evaluations on t ime. 

  Provide 95% of classif icat ion recommendations to the requesting 
department within 45 working days of receiving the completed Posit ion 
Descript ion Form (PDF) from the department. 

  Complete internal (promotional) recruitments with and average of 39 
working days. 

  Complete external (open) recruitments within an average of 49 working 
days. 

  Hold Training updates with departmental representat ives on pert inent 
issues related to Human Resources, such as Family Medical Leave Act, 
Personnel Action Forms (PAFs), etc. 

  Provide support and information to City departments, during the budget 
process, regarding staff ing levels reduct ions.  

  Provide support to employees and City departments by facil i tat ing 
recruitments for staff  affected by budget reductions. 

 

 

RECENT PROGRAM 
ACHIEVEMENTS 
 
Provided support and 
information to 
employees and City 
departments affected by 
the FY2010 budget 
reductions. 
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K e y  O b j e c t i v e s  f o r  F i s c a l  Y e a r  2 0 1 1  ( c o n t ’ d )  

  Facil i tate legal ly required Harassment Training that wi l l  be provided to managers and 
supervisors in calendar year 2011. 

 
F i n a n c i a l  a n d  S t a f f i n g  I n f o r m a t i o n  
 

Actual Amended Projected Adopted

FY 2009 FY 2010 FY 2010 FY 2011

Authorized Positions 11.00 10.00 10.00 8.50 

Hourly Employee Hours 420 420 420 420 

Revenues

Other Revenue 123$                -$                 -$                 -$                   

Overhead Allocation Recovery 574,809           627,462           627,462           521,858             

General Fund Subsidy 838,814           746,223           618,511           686,440             

Total Revenue 1,413,746$      1,373,685$      1,245,973$      1,208,298$        

Expenditures

Salaries and Benefits 1,096,933$      1,065,720$      1,006,696$      914,317$           

Supplies and Services 271,339           294,965           229,077           283,981$           

Special Projects 35,874             3,000               200                  -                         

Capital Equipment 9,600               -                       -                       -                         

Non-Capital Equipment -                       10,000             10,000             10,000               

Total Expenditures 1,413,746$      1,373,685$      1,245,973$      1,208,298$        
 

 

P r o g r a m  P e r f o r m a n c e  M e a s u r e s  
 

 Actual Projected Adopted 

Performance Measures FY 2009 FY 2010 FY 2011 

Percent of employee performance evaluations completed on time 85.3% 85% 85% 

Percent of classification recommendations to the requesting 
department within 45 working days of receipt of Position Description 
Form from the Department 

100% 95% 95% 

Days to complete internal (promotional) recruitments 26 39 39 

Days to complete external (open) recruitments 18 49 49 

Training sessions on pertinent issues related to Human Resources 2 2 2 

Applications reviewed / processed 3,757 3,500 3,500 

Recruitments conducted 43 40 40 

 



City of Santa Barbara  
Annual Budget for  
Fiscal Year 2011 

P R O G R A M S  &  S E R V I C E S  

 

      H-12 

 
 

 

Human Resources 
 

( C o n t i n u e d )  

 
P r o g r a m  P e r f o r m a n c e  M e a s u r e s  ( c o n t ’ d )  
 

 Actual Projected Adopted 

Performance Measures FY 2009 FY 2010 FY 2011 

Employees (regular and hourly) hired 421 300 300 

Turnover of regular employees 6.31% 6% 6% 

Personnel actions, such as new hires, promotions, resignations, 
merit increases, etc. processed by HR staff 

2,458 2,500 2,500 

Percent of management positions filled by internal promotion 76% 80% 80% 

Percent of supervisory positions filled by as internal promotion 92% 90% 90% 

Supervisor / manager requests for assistance regarding disciplinary 
issues 

741 750 750 

Employees who made benefit changes during Open Enrollment 474 569 500 

Employee requests for assistance regarding benefits 8,465 8,000 8,000 

Average number of training hours attended per employee 13.21 5 3 
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Information Systems 
 
 

( P r o g r a m  N o s .  1 5 4 1 ,  1 5 4 2 ,  1 5 4 3 )  

 
M i s s i o n  S t a t e m e n t  

Provide computer support for Financial,  GIS, Web Services, and Citywide 
appl ications; ensure rel iable network operat ion; provide computer training 
and Help Desk support to City staff  to enhance the effect iveness of City 
operat ions. 

 
P r o g r a m  A c t i v i t i e s   

  Provide a rel iable and secure computer infrastructure with high-speed 
network access to City facil i t ies. 

  Maintain, upgrade, and support 760 desktop computers and 60 
infrastructure and appl ication servers. 

  Support the Financial Management System (FMS) and City-wide and 
departmental applicat ion systems. 

  Support the City’s GIS system and create and maintain centralized 
standards-based maps and reports.  

  Provide computer training for City staff.  

  Provide a single source Help Desk support service for quick and 
effect ive problem diagnosis and resolut ion. 

  Provide easi ly maintained and user fr iendly publ ic Web site to residents 
and internal SharePoint services to City staff.  

  Provide technical assistance support to departments for hardware 
select ion, appl icat ions, and operations. 

 
K e y  O b j e c t i v e s  f o r  F i s c a l  Y e a r  2 0 1 1  

  Resolve 75% of user support cal ls at t ime of cal l .  

  Resolve 85% of requests for user support within one business day. 

  Resolve 98% of Out of Service requests rated as crit ical within one 
business day. 

  Maintain an uptime of 99.8% of the City’s Wide Area Network and 
crit ical f i le and appl icat ion servers. 

  Maintain an uptime of 99.8% of the City’s Financial Management 
System. 

  Maintain an uptime of 99.8% of the City’s Centralized GIS and MAPS 
servers 

  Maintain a 95% or higher customer satisfact ion rat ing on service 
requests. 

RECENT PROGRAM 
ACHIEVEMENTS 
 Upgraded  SharePoint  

to 2007, CRIS 
Reporting to SQL 2008, 
& Financial server to 
redundant servers, 

 Installed new storage 
and server technology 
and virtualized 17 
servers, 

 Completed GIS 
project with new GIS 
MAPS application. 
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K e y  O b j e c t i v e s  f o r  F i s c a l  Y e a r  2 0 1 1 ( c o n t ’ d )  

  Ensure 99% of employees report that training provided wil l  result in improvements in their 
abi l i ty to use desktop applicat ions. 

  Complete the Server Virtual izat ion project by vir tual izing al l  remaining candidate servers by 
June 30, 2011. 

  Upgrade City workstat ions to Off ice 2007 and train City staff  in Off ice 2007 essential funct ions 
by March 31, 2011. 

  Prepare a Windows 7 workstat ion upgrade project and convert 70% of Windows 7 capable 
workstat ions by June 30, 2011. 

  Implement a Business Continuity computing capabil i ty at Fire Stat ion 1 with data repl icat ion 
between the two City data centers and abi l i ty to run the three most cr it ical appl icat ions by 
June 30, 2011..  

  Implement the Cartegraph Geodata Connect feature to l ink Cartegraph database with GIS data 
by September 30, 2010.  

o  Complete the implementation of the GIS/EOC plan by June 30, 2011. 

 Install  Workstat ion Off-Hours Power Management controls as part of Windows 7 
implementation. 

  Reduce electr ical power consumption and cooling requirements as part of the Server 
virtual izat ion project. 

 
F i n a n c i a l  a n d  S t a f f i n g  I n f o r m a t i o n  
 

Actual Amended Projected Adopted

FY 2009 FY 2010 FY 2010 FY 2011

Authorized Positions 15.50 14.50 14.50 13.50 

Hourly Employee Hours 0 0 0 0 

Revenues

Fees and Service Charges 2,593,872$      2,435,147$      2,444,147$      2,302,393$      

Other Revenue 10,561             -                   -                   -                   

Total Revenue 2,604,433$      2,435,147$      2,444,147$      2,302,393$      

Expenditures

Salaries and Benefits 1,605,357$      1,537,067$      1,516,520$      1,481,770$      

Supplies and Services 662,360           630,732           582,379           510,084           

Special Projects 57,097             53,459             59,200             1,700               

Capital Equipment 81,073             56,654             1,300               -                       

Non-Capital Equipment 79,219             408,269           281,200           246,000           

Appropriated Reserve -                       84,895             -                       62,839             

Total Expenditures 2,485,106$      2,771,076$      2,440,599$      2,302,393$      

Capital Grants 373,333           133,333           133,333           33,333             

Capital Program 204,130           234,106           33,000             33,333             

Addition to (Use of ) Reserves 288,530$         (436,702)$        103,881$         -$                     
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( C o n t i n u e d )  

 
 P r o g r a m  P e r f o r m a n c e  M e a s u r e s  
 

 Actual Projected Adopted 

Performance Measures FY 2009 FY 2010 FY 2011 

Percent of requests for assistance resolved:    

At time of call 51% 65% 75% 

Within one business day 76% 75% 85% 

Percent of ‘Critical Out-of-Service’ requests resolved in 1 business 
day 

96.8% 98% 98% 

Percent of uptime of the City's:     

WAN and critical file and application servers 99.8% 99.8% 99.8% 

Financial Management System 99.9% 99.9% 99.8% 

GIS server 100% 99.9%  99.8%. 

Percent of City users rating IS service satisfactory or better 98.2% 98% 95% 

Percent of employees reporting the training provided will result in 
improvements in their ability to use desktop applications 

99.5% 99% 99% 

User Support Requests resolved at Time of Call 2,800 4,000 4,500 

Infrastructure Support Service Requests Completed 4,038 3,000 3,000 

‘Critical Out-of-Service’ requests completed 32 25 30 

FMS Service Requests completed 1,092 1,100 1,100 

GIS Service Requests completed 547 800 600 

Web Service Requests completed 978 500 600 

Computer Users supported 1,159 1,120 1,050 

Network devices supported 764 780 760 

Computer Users supported per FTE 142 146 146 

FMS users supported per FTE 147 155 165 

GIS users supported per FTE 191 157 160 

Web content managers supported per FTE 187 185 187 

Training enrollments 945 600 650 
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